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FOREWORD 



The challenge to assist youth in gaining the skUls and knowledge to plan and execute meaning- 
ful careers is a major concern of the educational community, particularly high schools. In response 
to this challenge, The Center has.developed and tested, under the sponsorship of the Education and 
Work proup at the National Institute of Education and with the help of nearly fifty high schools 
. loeated throughout sixteen states, the Career Planning Support System (CPSS). This product shows 
how to deliver improved, cost-effective career guidance services that meet the needs and fall within 
the resources of the individual school. The procedures in these materials are systematically pre- ■ 
sented to help local schools engage in sound planning, implementation, and evaluation. It provides 
them with the capacity for self-renewal. 

It is important to note that the Career Planning Support System does not prescribe the content 
of a local program; rather, it enables teachers, counselors, students, parents, and community mem- 
bers to decide on the specific program to be foUowed. It is a flejtible product in that it does not 
necessarUy displace existing efforts, but describes how existing activities can be brought into an in- 
tegrated systematic approach to the'delivery of career guidance services. 

The Center is pleased to present this product. We (ib grateful to Dr. Robert E Campbell, 
program director, who led in the-conceptualization of CPSS and patiently guided it through years ' 
ofdevelopment wid field testing. He h^s been ably supported during this period by staff per^ils' 
whose names are indicated at appropriate credit points in the variou^publications. Weare deeply 
grateful for the cooperation and consistent enthusiasm of the participants in the field test ; their ' 
names and locations are given on the ind Je of the back cover. . , ' 

A complete list of products developed in connection with CPSS, and occasionally retertedl to 
throughout the various guides, are printed on the outside of the back cover. . ' ' 




Robert E. Taylor . , - 
Director 

•yThe Cepter for Vocational Education 



« 



The Center for Vdcational Education's mission is to increase the ability ot divers^ agencies, 
institutions, and organizations to solve educational problems relating to individual care^ier planning, 
■preparation, and, progression., The Center fulfills its mission by: 

» • * • • 

• Generating knowledge through research ^ * . 

• . Developing edncational programs and pro<;lucts ^ , 

- * I 

• Evaluating individual program needs and outcomes • * 

• *' . ' 

Installing educational programs and products / 

• Operating information systems and services 

• Conducting leadership development and training programs ' - 



The Center team responsible for the Career Planning Support System developed /rom the 
national field test, 1974-76, consisted of: * / 

Qr. Rdbert E. Campbell, ?x6ffkm Director, 1974-76 . / 



Dr. Warren N. Suzuki 

Associate Program Director, 1974 

* , 

Mr. Tl^irry N. Drier 

Associate Program Director, 1974-75 



Dr. Richard P. Coatney, SpeciaBst 
and Coordinator of Revision, 1974-76 

Mr. Paul Shaltr/, National Field 
Test Coortlirta(^P7l974-76 



Dr. Marshall Amesquita, Developer, 1974-76 

Ms. Stephanie Butler, Project Secretary, 1974-76 

Ms. Carolyn M. 3urkhardt, Writ.er/Devel6per, 1976 \ 

Ms. Norapn Hayes, Developer, i974 • " ^ 

Mr. Johi Howard, Developer, 1974-75 _ 

Dr. H. Lawrence Hotchkiss, Evaluatwn Specialist, 1975-76 . 

Dr. RalBh J. Kester, Developer, 197^ - 

Ms. KaAn Kimmel, Writer/Developer, 1974-75 ' 

Ms. CHefyl M. Lowry Writer/Editor, 1974-76 

Ms. Naijcy Robinson, Project Secretary, 1976 ' 

Dr. Johii Russel, Developer, 1974-75 

br. An^ Tso, DeveloperAVriter, 1974-76 

'J 
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INTRODUCTION 

It is hoped that you will find this hand- 
book helpful in caVrying out your role as a 
member of the Career Planning Support 
System (CPSS) Advisory Committee. The 
handbook explains the nature of CPSS, how 
it worlcs in the school, and what is expected 
of the Advisory Committee. , 

In brief, CPSS is a problenj-solving pro- 
grant that helps high schools better prepare 
all students for planning and executing their * 
careers. It treats career in a broad sense. 
That is, a person's career consists of educa- 
tion, paid or non*paid w6rk, leisure, and 
avocational pursuits. 

You may be wonderi^ig why C^SS was 
developed. Often youngypeople decide upon 
an occupation without sufficient information 
about the education or training they will need 
or the implications their choice will have for 
a lifelong career. Some do not know if the 
salary they will earn will prpvide for the style 
of l^ng they would like. Others may not 
even know what they would actually be doing 
in the occupation the^ choose. Being aware of 
sources c5f information about jobs and how to 
apply *for-a position any! secure references are 
just a few of the basic skilk necessary for ghart- 
ing a career. Deficiencies in these skills create 
unsound career decisions. . ^ » , 

Once in the labor force, many young 
workers move from job to job, trying to find 
the right type of work for themselves with- 
out reayy knowing how to go about it. Be- 
cause of the changing nature of our society 
%i;d the l^bor market, young people not only 
need to make career decisions for their first 
years after high school but must be prepared 
to plan for pethaps several job changes 
^throughoHt their work-lives. They need't^ 
know how to cope with change, how to con; 
tinue to learn, and how to be able to make and 
implement a seriefe pf career deciiyons; CPSS 
gives your school procedures to design a pro- 
gram to meet the career development needs of 
its students.. 



CPSS is a broadly based approach to help- 
ing students survive, in the world of work. It's 
based on 'the following assumptions: 

V 1.* ' Career development |issistance mart 
^ be made av^lable to all students. 

* 2. Although counselors are key figures, 
the responsibility for helping stu- 
dents with careers belongs to every- 

. "-^ one. ^ ^ - . 

CPSS calls for a systerpatic approach to 
helping students with career, development skills. 
Being systematic, it ^iso helps schools be more 
responsive to student needs and more account- ^ 
Ale for what they do in nteeting those needs. 
Essentially, CPSS is a planning, implementing, 
and evaluating operation that is ongoing. That 
' is, CPSS should be able to help students even ^ , 
though their needs may chafige over time. 

The school has formed a Steering Commit- 
tee to.manage the projecW They will gather 
questionnaire data to determine goals to work 
towards and assess the resources that are avail- 
able to reach those goals. Once goals are 
lected by priority, the Steering Committee will 
decide where activities should be developed to 
reach students. Usually, teachers will develop 
^ activities, called career development units 

.(CDUs), to incorporate into their subject areas. 
^ Where activities are built in; However, is flexible. 
Once. students participate in a given CDU, it is 
evaluated and stored with oth^ unJts in a ceq- 

^1 file. At the end of a given year, a^l units 
are reevaluated in terms of giobial program 
goals. Adjustments are made if necessary. 
After two or three years of implemehtirtg stu- 

^dent activities, the Steering Commitf^ will re- 
administer questionnaires as another means of 
evaluating program success. And so ^he process 
continues. ^ ' 



ROLE OF THE 
ADVISORY COMMITTEE 

* The primary role bf the' Advisory Com- •> 
mittee is to advise the school on the 'developing 



/ . 

9areer guidance program. The committee' 
should be a source of counsel and guidarice 
so that the princip^and Steering Committee 
have valid information on which to make 
sound decisions. The Advisory Committee's 
insight into such areas.as parental aspirations 
for students, expectations of the school, eco- 
nomic forecasts, manpower projections, and' 
the career development of youth can be of 
great value to the school. 'The Advisory Com- 
mittee also serves as a communication linkage 
between the school's CPSS project and the 
greater community. Besides informing the 
public of what the school is doing for its stu- 
dents, the Advisor^/^mmittee brings feed- 
back to the school from the community. 

The rest of thik handbook provides infor- 
mation on and suggUted procedures for the 
Advisory Committ^ to fulfill its duties as a 
source of advice and information. In some 
cases, the entire Adivisory Committee will be 
asked to provide counsel; in other^ases, you 
may be approached' individually. ^ 



^ ADVISORY COMMITTEE'S 
ROLE DURING THE VALIDATION 
OF EROGRAM (iOALS 



At the same time that resource informa- 
tion about the school and community is gath- 
ered, questionnaires are administered to students, 
parents, graduates, and faculty/staff. Data col- 
lected from these questionnaires determine stu- 
dcjiit need for bkiiis'in ihe following five areas of 
career development skills: 

1. . Self -awareness, social awareness, and ' 
problem-solving skills 

2. Career expforation skills 

3. Job acquisition and problem-solving 
skills , 

4. E^lucation and training exploration ** 
skiUs ^ 

5. Education and training acquisition 
and problem -solving skills 



ADVISORY COMMITTEE'S 
ROLE DURING RESOURCE 
ASSESSMENT ACTIVITIES 



^pKe'Resource Assessment Task Force 
generated by the Steering Committee,' will 
collefct information on various aspects of the 
school and community. ,You may be asked 
to review some of the information that the 
task force has documented t)b verify its accu- 
racy. In some cases, ypu may be asked Xo as- 
' sist the members of ^the task force with the 
identification of appropriate sburces of infor- 
mation. You may need to advise them of 
Alternative sources should the information, 
that they recorded be inacjiurate, inappro- 
priate, or incomplete. The Ad visail^ Com- 
mittee will review the resource firaings at a 
ndeeting when program goals are considered, 
the next activity. 



/ 



Goal statements are provided in CPSS for 
each skill represented on the student question- 
nairiB. The Steering also maV write goals to re- 
flect the i;equirements of state or local education 
agencies, to include career guidance activities al- 
. ready operating*in the sqhool, or to make the list 
of goals for your career guidance program com- 
plete and comprehensive. 

g 

Priorities are assigned io each career devel- 
opment'area based on the information. provided 
by the four groups t;hat were surveyed. Priorities 
also are assigned to/the goals within each career 
development area according to studenrt need for 
each skill a& indicated by the student question- • 
naire. Theiiriorities determine the order in ^vhich 
goals will b^ approached for implementation in 
your career guidance program. 

The results of the above process should be • 
Presented to the Advisory Committee as* follows: ' 

1. A set of completed data sjimmary 
tables containing results f |-om 



/ 



questionnaires administered to 
students, parents, gradualtes, and 
faculty/staff (Tables 4049) 

Statements of recommended goals 
fot the school's career guidance 
pro^Bjn and tentative priorities 
for implementing each of the pro- 
gram goals (program goal forms) 



Your tasks as advisors should be the fol- ^ 
lowing: 

1. Review the priorities assigned to 
each career development area to be 
certain that they accurStely reflect * 
th€ degree of need indicated by the 
questionnaires. 

" 2. Review the priorities assigned to the 
goals witfiin each career development 
atea to be certain that they accurately 
reflecjb the degree of need indicated 
by the questionnaires. 

3. Review the goals selected for initial 
implementation along with the find- 
ings of the resource assessment. In 
light of available resources to support 
activities, have a feasible number of 
goals been selected for initial imple- 
, mentation*? 



Dis<?uss y*\ir recommendations wlfffthe 
principal and the CPSS coordinator. 



XdVISORY COMMIT/EE'S ROLE 
DURING THE REVIEW OF CAREER 
. DEVELOPMENT UNITS AND THE 
ANNUAL PROGRAM REVIEW 



T^e Career Development Unit (CDU) is 
the.activity through which students move to- 
ward achieving selected goals. The Gnits may 
be, of any length and involve any number of 
students, depending on the nature of the activ- 
ities. Persojjs who develop units have « sug- 
gested format to use that has key infoarmation 
requested for keeping track of activities and 
and for replication. A copy of the format-is ifi 

the Appendixior your reference. 

/ 

The Steering Committee is charged with 
orchestrating the development W units and 
seeing that the students who ne^ help are 
getting it. Obviously, there could be many 
units developed and taught within a given ' 
school year. As a means of evaluating the pro- 
gram, an annual review is conducted to examine 
the activities of a given year. Both the Steering 
and Advisory Comuiittees are irfvolved. 

You will review the evaluation results for 
each CDU, the Steering Committee's recom- 
fnendations ^out these units, an^ their^recom- 
mendations about additional units and/or goals. 
You then will make suggestions with regard to 
the Steering Committee recommendations. 

This has-been a general description of Ad- 
visory Committee activities. If you have ques- » 
tions at anytijme,Jo not hesitate lo check with 
your school'sVprincipal or the CPSS coordinator. 




CDU TITLE: 



1. GOAL(S) : 

2. OBJECTIVES : 

3. INSTRUCTOR(S) : 

t 

4. INFUSION POINTS-: 

5. PARiyiPANTS : 

6. SCHEDULE: 



7. METHODS : 

8. RESOURCES: 



9. EVALUATION:. 




(Write the goal ot goals that ypur activities wilF address as designated 
' by the Steering Committee. Include also the goal number and prior- 
ity of the goal.) , ' 

(List the behavioral^objectives for tbi§ unit. J^umber each^behaviorg^ 
objective and denote enabling objectives.) • * • 

(List all those who will teadi^the unit.) 

(List specifically where the CDU' will be implemented, e.g., the 
classes where jt will be f aught.) 

Actual number : (Total number of stunts takinglhe 0t)U) 

Target group and number : (If feasible, briefly describe'the group 
of students and the total number who eventually will takathe CDU, 
e.g., ninth grade, 250) ^ - , . 

(List the dates and, \t necessary, the time for implementing the 
CDU. Time may already be specified by the infusion points.) 

" (List the methods in the order in which they will be used. You also 
niay want to list wheil each method will be used.) 

(List the resources [ people, space, equipment, and materials] for 
each method as well as tjieir availability and cost.) 

'(Attach the suggested CDU evaluation fprrtt^n the following page 
or attach another one you have developed or obtained. Also attach 
any forms that will be used to evaluate acliievement of behavioral, 

• objectives. These forms should not be filled out until after you have 
taught the QDU. Describe briefly the evaluation procedures you will 
follow.) * # 



Instructor: 



CDU EVALUATION FOR 
Goal No: " 



Infusion Point: 



.BO 
No. 



Nirmber of 
Students 
Attempting BO 



BO Achievement 



' No. 



% 



M^hod 
LetW * 



Number of 
Students * 
in Method 



No. 



Interesting 



No. 



' Students' Comments 



^ Q 
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